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Guidance on right to be accompanied for employees and companions
If you have been invited to attend a formal disciplinary hearing (including appeal hearings) you are entitled to be accompanied by either a work colleague or a trade union official. You are not permitted to invite family members, external friends, external professional advisors or other persons who are not workers at the company.
At the discretion of the company, exceptions to this general rule may be made where appropriate. For example, if you are disabled or have any difficulty understanding English, it may be acceptable for you to invite a supporter, interpreter, or other appropriate companion. If you are under 18, it may be acceptable for you to be accompanied by a parent or guardian. If you feel that an exception should apply in your case please contact [insert name/department] as soon as possible. 
The choice of companion is yours alone, and it is up to you to make arrangements for that person to attend. You may only have one companion to attend with you and, if they are a trade union official, the company is entitled to ask to see their credentials to act as a companion.

At the hearing your companion may confer with you and is entitled, if you wish, to participate in the meeting by addressing the hearing, asking questions and summing up. However, your companion is not entitled to answer questions on your behalf and may not prevent the company from presenting their case.
If your chosen companion is not available to attend the hearing on the date set by the company, you may ask for a postponement of the hearing of no longer than five working days.  The company will make every effort to rearrange the meeting within this timeframe. However, if your companion is unavailable for longer than five days the company may ask you to choose a different companion.

When making your request you should bear in mind the practicalities of the arrangements. 
If you have any queries or questions on the above please refer to *[insert name/department] or visit the ACAS website for further information.
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